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BACKGROUND

Proj ect codes are used to segregate costs for a specific period of tine or
purpose. All project codes nust be assigned by the Bureau of Fiscal Services
(BFS). The follow ng procedures should be followed to request the

establ i shnent of a project.

PROCEDURE FOR FEDERALLY FUNDED GRANT OR CONTRACT

1. Initial Gant Application for Projects or Prograns

Federal Grants/Contracts are received through the process of
applications submtted by DHFS organi zati ons. The organi zati ons must
follow the Departnent G ant Application Process. (The Division Grants
Coordi nator or Ofice of Strategic and Fi nance G ant Manager can provide
techni cal assistance.) Grants nust be processed through the Division's
Grants Coordinator, who will facilitate Division, DHFS Departnental,
and Departnment of Admi nistration approval of the grant application.
Department of Administration will review all grant applications. Only
Department of Administration and the DHFS Secretary can commit the
Department to apply for funding.

Project nunbers for an initial grant application will be assigned only
after a grant award has been received.

The Division Fiscal Liaison or Institution Business Manager shoul d
notify the respective | ead accountant in Bureau of Fiscal Services when
a new grant award is received. A copy of the signed grant award shoul d
be forwarded to the | ead accountant.

After the project nunber is assigned by BFS, a copy of the DMI-777 will
be returned to the division fiscal |iaison and personnel staff in the
di vision, or the institution business manager.

2. Conti nuing Projects or Prograns

A continuing project or program may have provisions in the existing
grant that indicates subsequent years of funding are available. The
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di vi sion nust apply for each subsequent year of funding, follow ng the
same procedure as in #1, paragraph 1

If the division/institution has assurances that they will receive
funding for the subsequent year, a new project number nay be assigned
prior to the receipt of a grant award t hrough nutual agreenent of the
Division fiscal liaison/institution business manager and BFS | ead
accountant. Exanpl es of assurances would be a nmeno (or copy of docunent
received) subnmitted to BFS indicating the Federal Grant Project Oficer

was contacted and per tel ephone conversation, fax, or e-nmil, the grant
award is forthcom ng. This correspondence would also indicate date the
of ficial docunment is anticipated. |If for some reason the continuing

grant is not funded, the division/institution is responsible for al
costs incurred by the unfunded project.

If funding term nates or there is anticipation the funding will not be
renewed, the follow ng procedures are required:

A Di vi si on personnel and Bureau of Personnel and Enpl oynent
Rel ati ons (BPER) nust be notified if staff are funded by the
af fected fundi ng source.

B. Affected staff nust be issued tinely layoff notices in accordance
Wi th union contract provisions, or department personnel policy, or
affected staff must be noved to other positions.

C. Proper procedures nust be inplemented to close out contracts and
purchase orders; billing nunbers and user codes nust be
i nactivated. This will enable a final report of expenditures to be

reported tinely.
3. Entitl enent Prograns/Block Grants
Entitl enment Prograns/Block Grants include prograns such as:
Medi cal Assi stance
Foster Care
Soci al Services Bl ock G ant
If the federal governnent requires a state plan or application, it is
necessary to process the plans or applications according to Departnent

grant application procedures.

BFS Project or Lead Accountant will set up the new project at the
appropriate time each state fiscal year or federal fiscal year

PROCEDURES FOR ALL OTHER PRQJECTS

Al'l non-federal funds received, such as a foundation grant, require a grant
application be approved by the departnment and Departnment of Adm nistration.
After receipt of approvals and a notice of the funds granted to the
departnment, a project nunber would need to be established.
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Organi zations that wish to segregate funds for non-grant purposes need to
contact the respective BFS Project or Lead Accountant.

CONTACT PERSON

Your Project or Lead Accountant



